
 
Section 9 – How to Debrief 

 

Introduction   

The term “debrief” within JPAS means you are going to remove the person’s level of “access.”  For 
example, if a person no longer requires access to Top Secret information and only requires access at the 
Secret level, you will “debrief” that person from the Top Secret access level and then indoctrinate that 
person at the Secret level.  

Instructions (Debrief-Non-SCI Accesses)
1. Log in as a User for the SMO where you are debriefing the employee. 

2. Click on Select Person (column on left). 

3. Enter the person’s SSN. 

4. Click on the Person Summary radio button. 

5. Click on the gray Display button. 

6. Make sure the category box located within the Person Category section is displaying the correct 
organization.  If the correct organization is not being displayed, click on the drop down box and 
scroll down and highlight the correct organization.  

NOTE:  When the Person Summary screen first appears and you get an error message that says, 
The Person Category does not have any Owning/Servicing Relationship and no Notification based 
on Owning/Servicing Relationship will be sent, then the listed category is not currently in a PSM 
Net. 

7. Scroll to the Accesses section (Figure 26).  This section displays Access information that is arranged 
in columns by Person Category. If no information exists for any Person Category, the column 
does not display. If you see Top Secret, Interim Top Secret, Secret, Interim Secret or Confidential 
listed under US Access or accesses under any Non SCI column, then that person has already been 
indoctrinated at that level and those accesses can be debriefed.   

8. To debrief a person, click on the Debrief Non-SCI hyperlink.  If there were no accesses assigned, 
this hyperlink will not appear.  
 

 

 

 

 

 

 



Figure 26:  Person Summary (Accesses) screen 

 
 

9. A list will appear containing all the “accesses” for which the person is currently indoctrinated.  
(Figure 27)  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Figure 27:  Debrief Non-SCI Access screen 
 

 
 

10. Enter a Debrief Date and select a Reason for Debrief from the drop down box.  If you do not select 
a reason for the debriefing, you will receive a dialog box indicating the system will not perform the 
debriefing.   

NOTE:  You will notice that the choices listed in the Reasons for Debrief drop down box are 
generally more applicable for those in the military.  For example, there is no reason code for 
Multiple Facility Transfer (MFT); however the “Permanent Change of Station” could be used as 
a work around. 

11. Click the gray Save button and the access is removed. 

12. Click on the gray Cancel button and it will return you to the person’s Person Summary screen.   

13. Make sure you are using the available action column for the correct category showing in the 
Accesses section.  

14. There will be no accesses in the appropriate column for the selected category.  Note: If no 
information exists for any Person Category, the column does not display. 

 

 

 

 

 

 

 



Instructions (Debrief-SCI Accesses)

1. Log in as a User for the SMO where you are debriefing the employee. 

2. Click on Select Person (column on left). 

3. Enter the person’s SSN. 

4. Click on the Person Summary radio button. 

5. Click on the gray Display button. 

6. Make sure the category box located within the Person Category section is displaying the correct 
organization.  If the correct organization is not being displayed, click on the drop down box and 
scroll down and highlight the correct organization.  

NOTE:  When the Person Summary screen first appears and you get an error message that says, 
The Person Category does not have any Owning/Servicing Relationship and no Notification based 
on Owning/Servicing Relationship will be sent, then the listed category is not currently in a PSM 
Net. 

7. Scroll down to SCI in the Accesses section (Figure 28).  Under the SCI column you will see 
“Access” and “Access Number” listed.  (Figure 25a) 

– If you are logged on as a Level 2 or 3 User, you will see the designators listed under the SCI 
column for the compartmented program(s) in which the person is briefed.  If the person is not 
briefed to any compartmented programs, you will see “Access Number: N/A.” 

– If you are logged in as a Level 4 User or lower, you will see “Yes” in the SCI column.  If the 
person is not briefed to any compartmented programs you will see “Access Number: N/A.”  

 

8. To debrief a person, click on the Debrief hyperlink. 

Figure 28:  Person Summary (Accesses) screen 

 



 

9. A list will appear containing all the “accesses” for which the person is currently indoctrinated. 
 

 

Figure 29:  Debrief SCI Access screen 

 

10. Enter a Debrief Date and select a Reason for Debrief from the drop down box.  If you do not select 
a reason for the debriefing, you will receive a dialog box indicating the system will not perform the 
debriefing. 

11. Click the gray Save button and the access is removed. 

12. Click on the gray Cancel button and it will return you to the person’s Person Summary screen.   

13. Make sure you have the correct industry category showing in the Person Category section.  If not, 
click on the drop down, scroll down and highlight the correct category. 

14. Under the SCI column in the Accesses section, you will see that the person no longer has any 
accesses.  (Figure 28) 

 


